Office of Montana Secretary of State
Linda McCulloch

National Voter Registration Act (NVRA)
MT Votes Process

MT Votes Process —
NVRA

The following steps
will outline the
process for working
through the NVRA
process in MT Votes.

Click on System

Configuration to
begin.
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NVRA

System Configuration

Click on Voter Record  |™am”

Out Of Stats City County [Missaula =

sz I '
to locate the NVRA e ] W

unit Types.
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NVRA -

System Configuration

Click on NVRA Process || & —

Absentee Application Source || Elections
Absentas Types
Ludit Types

€ 1st Natice  2nd Notice

 Inactivate Voters

Document Types

Cuplicats canfiguraion )
oy bateh oo  Inactivate Votars (for undeliverable mail ballote) Calculate Voters

Registration Sou)
Source of Update
Special Assistance
r Statuses Change Vot = M -
Voter Status Reasons e |
ELECTIONS

PETITIONS.

POLLING PLACE/LOCATION
ELECTIGN WORKERS
STATE CONFIGURATION
COUNTY CONFIGURATION
ERROR LOG

USER SETTINGS

voter Count [

) o o 1]
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NVRA

Election

To begin you will need
to choose the Federal
Election you are
working off of from
the Elections Drop
Down box.

e NVRA Process

= VOTER REC]
Absents Elections
Apsents
Audit Types

Cancel Vioters
Contact Types
Comespondence
Custon Fields.
Document Types
Duplicats Configurati

15t Notice:

£ Inactivate Vi

[2008 SCHODL/SPECIAL DISTRICT ELECTION P
12002 School/Specal District Election

12008 MUNICTPAL GENERAL ELECTION

104 Schoolfspecial District 2010

(04 Fed Primary 2

104 Sthool/Speaal District 2011
|04 City Elaction 2011

Source of Update
Sperial Assistance
Voter Statuses
‘vater Status Reasons

I ELECTIONS

& PETITIONS

% POLLING PLACE/LOCATION

4 ELECTION WORKERS

I STATE CONFIGURATION

1 COUNTY CONFIGURATION

@ ERROR LOG

41 USER SETTINGS

(far’ i mail ballots)

Calculate Votars.

Image Batch Typas *

Langusges

NWRA Process

Reqistratian Soures e |

Close
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NVRA
1%t notice

Once the appropriate
election has been
chosen you will need
to choose the option
for 15 notice.

When ready, click
Calculate Voters to
continue.
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NVRA Process
s ADDRESSES

& VOTER RECORD
Absentee Application Source | Elections:
Absentas Types
Ludit Types
Cancel voters
Cantact Types
Carrespandence
Custom Fields
Document Types
Duplicsts Configuratian
Image Batch Types
Languages
WURA Process
Registration sources
Source of Update
Special Assistance
Voter Statuses
Voter Status Reasons

® ELECTIONS

# PETITIONS

% POLLING PLACE/LOCATION

# ELECTION WORKERS

W STATE CONFIGURATION

COUNTY CONFIGURATION

% ERROR LOG

#-USER SETTINGS

Voter Count

Voter searth Help

|04 Fed Gen 2010 =]

T Inactivate Voter

© Inactivate Vaters (for undeliveral

Calculate Voters

[

Close
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NVRA
Print\Extract Labels

The voter count will
display, indicating the
number of voters
identified for the 15t
NVRA notice.

You will now need to
print mailing labels or
extract the information.

Query executed successfully. \oter Search Help

& ADDRESSES
5 VOTER RECORD

# ELECTIONS

® PETITIONS

# POLLING PLACE/LOCATION
® ELECTION WORKERS

% STATE CONFIGURATION

% COUNTY CONFIGURATION
# ERROR LOG

% USER SETTINGS

. o Close

NVRA Process

Absentas Application Sourcs | Elactians.
&bsentee Types

fudit Types

Cancel Vaters

Cantact Types
Carrespondence
Custam Figlds
Dacument Types
Duplicate Configuration
Image Batch Types
Languages

NVRA Pracess
Registration Sources
Source of Updats

Voter Statuses Harioe Vot Print Label| Extract

& 1st Hatice  2nd Natice
© Inactivate Voters

 Inactivate Voters (for undeliverable mail ballots)

Voter Count  [587

Slides 28 - 41 will outline
each option.

12.2011 zrm

Office of Montana Secretary of State Linda

McCulloch

NVRA

Extract

Extracting the
information will create a
text based spreadsheet
containing information
for each voter.

Click the Extract button
to begin.

Query executed successfully. Voter searth Help

s ADDRESSES
& VOTER RECORD

® ELECTIONS
# PETITIONS

% POLLING PLACE/LOCATION
# ELECTION WORKERS

W STATE CONFIGURATION

#- COUNTY CONFIGURATION
% ERROR LOG

#-USER SETTINGS

a0 » Close

'if System Configuration

NVRA Process

Absentee Application Source Elechions
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Cancel Voters
CortoccTrees G M ondnotes
Custom Fields
Goeumere Types
Duplicate Configuration
g o Ty
Cinguages

A procece
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Source of Update
Special Assistance

Voter Statuses o | print Label| Extract

Voter Status Reasons

€ Inactivate Vaters

 Inactivate Voters (for undeliverable mail ballots)

[Coutz voters |

voter Count  [587
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NVRA

Extract i

The Output Format G eono

Absentee Application Source Electons
options will now e
Carrespondence

e Lonfiguration

NVRA Process

& 1st Hatice

d IS p I ay. Custam Fields  Inactivate Voters
 Inactivate Voters (for undeliverable mail ballats) alculate Vate

Dacument Types
Duplicate Configuration
Image Batch Types
Languages

Registration Sources

04 Fed Gen 2010 =l

 2nd Natice

5
h e Vot Print Label| Extract
Delimiter =™ Indude Row Header

Sorce of Update Voter Count
Choose the output s e
format. Either TXT or ¢ Fevmon o Tsrie
® ELECTION WORKERS © XML Format
XM L # STATE CONFIGURATION
% ERROR LOG Fils Path [

% USER SETTINGS

For this example we

Browse

Extract Filg
Close

will extract a Text File.
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NVRA

—EXt ract airix]

Next you must choose a | R e
Delimiter from the

¥oter Search Halo

[04 Fed Gen 2010 =]

@ 13t hotice

Absentes Application Source Elections
dropdown box.

plicate Configuration
Image Batch Types

Options include: e s

Sourca of pdate

Comma (CSV) e

Voter Status Reasons

Vater Count

 2nd Notice

 Inactivate voters

 Inadtivate Vaters (for undeliverable mail ballots) {failte Vot

=
e s g [ e

& ELECTIONS Output Farrpt

Ta b & PETITIONS Delimitar | x| tnclude Row Header
#-POLLING PLACE/LOCATION
% ELECTLON WORKERS

Semicolon & counm conSRTn || g

& USER SETTINGS

This will determine how
each record will be

Semicolon

Browse.

Extract File
Close

separated in the
generated text file.
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NVRA

Extract

Checking the box for
Include Row Header
while cause a
descriptive header for
each field.

Click Browse to
continue, which will
allow you to select the
file path location
where you would like
to save the extracted
document to.
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WVRA Process

o ADDRESSES
= VOTER RECORD
Absentes Application Source | | Elactions [D4 Fad Gen 2010 =]
absentee Type
Audt Types

& 13t Wotice  2nd Notice
" Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

Voter Count  [567

Vioter Statuses
Voter Status Reasons ~ Output Format

Lasa] emc
& ELECTIONS vV
& PETITIONS @ Tt File Delimiter  [Tab ~]% tnclude Row Header

#-POLLING PLACE/LOCATION

& ELECTION WORKERS L o
#- STATE CONFIGURATION

& COUNTY CORFIGURATION s ath |
#-ERROR LOG

& USER SETTINGS

McCulloch H

NVRA

Extract

A Save As window will
display.

This is set to default to
your C: drive.

If the save location
does not look familiar
click on the
DOAISD6330icon to
see a list of all
available drives.
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fsaveas 21X
Savein [ 3 Cf on Thent (] 2 e e 2

) 40740667 325926 ase ICMTYates
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\CIDR-4010C

g

L) lexmark
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File name: I = Save |
| Cancel

7

Saveaslpe:  [testlles [td)
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NVRA
Extract

Never choose to save
to a disk showing as
Local. These are local
to the remote server
running the MT Votes
system and not your
PC.

Savein: | 1§ DOAISDE30

= e ®wmE-

21|

5% 4% on 'Client' (a:)
5 C$ on ‘Client' (C:)
52 03 on ‘Client' (D)

< Lacal Disk (1)
| Lacal Disk (h:)
| Local Disk (1)

(1 ) File name: | =l Save |
Choose CS on ‘Client N S|
(C:) to access your ]
local hard-drive.
12.2011 2rm Office of Montan’\;zcsceucursz:r\/ of State Linda 13
Extract
Verify that the contents of T — 21
the chosen drive are Save [ Chon Gt () Zl e Bk E
HH ct ae (C)MTwates
famllla r. ::74 BET32Z5926F hl\Nﬂ;:;
ATI Choracle
bfae19262dfG955693da7 1 7c1 9de7fda Engram Files
Choose any location within Corsiches G
CyRInitialize BTEMP'MTVUtes
this drive to save the file to. Eemrts st oo
DR3010C
DRe030C
Enter in a unique and PR
descriptive file name. e
MT Wotes releases
CIle Save. File name [WvRa T 11,2011 =l Save |
Saveaslpe:  [testlles [td) =l Cancel

The window will close
automatically.
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NVRA
Extract

You will automatically
return to the NVRA
Process Screen.

Verify that all selections
under Output Format are
accurate.

Click Extract File.

The Extract in progress
confirmation will display
at the top of the screen.
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Extract in progress|

# ADDRESSES
5 WOTER RECORD
b e

Duplicsts Configuration

Image Batch Types
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WURA Process
Registration Sources
Sourca of Update

@ ELECTIONS
& PETITIONS
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® ERROR LOG
® USER SETTINGS

|

|

aioi=|
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Process
Elections. [04 Fed Gen 2010 =
@ 15t Natice € 2nd Natice

 Inactivate voters

(" Inactivats Voters (for undeliverable mail ballots)

[ETERr|

voter Count 567

g2 v print Label| Extract |
Output Farmat
@ Test Fila Delimiter [Tab =]% Include Row Header

£ XML Format

Flle Path  [ChpRA 18T 112011 rowse.

Close
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NVRA

Extract

Once MT Votes has
finished processing
the requested extract
you will receive an
Extract was successful
confirmation at the
top of the screen.
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 System Lonfiguration

Extract was successtul

& ADDRESSES
5 VOTER RECORD

Absentes Application Source

bsentee Types

fudit Types

Cancel Voters

Canitact Types

Carrespondence

Custam Fields

Dacument Types

Duplicate Configuration

m N Types

anquages

NVRA Pracess

Registration Sources

Source of Update

Special e

Vioter Statuses

Voter Status Reasons
#ELECTIONS
& PETITIONS
- POLLING PLACI
& ELECTION WORKES
- STATE CONFIGURATION

ATION

- COUNTY CONFIGURATION
= ERROR LOG
- USER SETTINGS

Elections [6+ Fod Gan 2010

& 1st Wotice  2nd Notice
 Inactivate Voters

 Inactivats Voters (for undliverable mail ballots)

Voter Count  [567

Changs Voters Status | Print Label| Extract
Output Format
@ Teut File Delimiter [Tan =% include Row Header

XML Format

File Path [C:\NVRA 15T 11.2011 Browse.

Close
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NVRA

Locating Extracted File

To locate the extracted
file click on your My
Computer Icon, which
may be located on your
desktop or in your start
menu.
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Murray, Zachary

#ih Internet
&7 1ntermet Explorer

¥ rcrasoft Excel 2010

- E-mail
"1 Microsoft

,W‘ Microsoft:

IP' ] Micrasoft PowerPoint 2010

-
-
Li:s:»l Calculator

AlPrograms ¥

___} My Documents
¢) My Recent Documents
& .
) My Pictures
_'} My Music

!E My Computer

‘:J My Network Places

[ controlpancl

@ Set Pragram Access and
Defaults

j:é Prinkers and Faxes

@ Help and Support

) search

{=J Run...

Log oFf @ Shut Down

[Fstart | @ & 0 < @ @ [ | & Home - windows In...
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Locating Extracted File
=1olx|
Fle Edt Vew Favortes Took Hep | &

Click on your C: drive.
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NVRA

Locating Extracted File

If you saved the file
directly to the C: drive it
should display at the
bottom of the window.

Double click the file to
open.

Once opened, you can
use the save-as option to
save the file to any other
location you would like.
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NVRA

Print

As an alternative to
extracting the voter
data you can choose

to print pre-formatted,

barcoded, mailing
labels.

Click Print Label to
begin.
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NVRA Process

n Source | Elechions

Cantact Types
Carrespandsnce
Custom Fields
Document Types
Duplicste Configuratian
Image Batch Types

& 15t Natice

€ Inactivate Vaters

o == cr 20 0 |

£ 2nd Natice

 Inactivate Voters (for undeliverable mail ballots)

Voter searth Help

[Cofaetz viters |

votsr coure [587

® ELECTIONS

# PETITIONS

% POLLING PLACE/LOCATION
% ELECTION WORKERS

% STATE COMFIGURATION

# COUNTY CONFIGURATION
% ERROR LOG

#-USER SETTINGS

Uit o | print Label| Extract

Close
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NVRA
Print

A label report will be
generated, which contains

the following information |7 ™"

= saveds. | Close

for each voter: I

Name | Address | Voter
ID | Precinct

When ready Click Print.

TR e
—

| =57
—

TR et
—

LTHTTTHTT]
—

10O =

Be sure to select your
preferred printer and
paper type.

Close the report when
finished.
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NVRA
Change Voters Stau

Once you have printed |F&5s.

labels or extracted the
corresponding
information, you will
then have the option
to change the
identified voters to an

& POLLING

Carrespandence

jstration Sources voter Count. 557

& ELECTIONS
= PETITIONS

m Confiqurats

NVRA Process

elds
* Types
Configuration

Elections [04 Fad Gan 2010 =
15t Notice  2nd Notice

 Inactivate Voters

 Inactivate Voters (for undeliverable mail ballots) il Vot

PLACE/LOCATION

= ELECTION WORKERS
- STATE CONFIGURATION
- COUNTY CONFIGURATION

Active — 15 NVRA L
status.
— _ghose |
Click Change Voters
Status.
12.2011 zrm Office of Montana Secretary of State Linda »
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NVRA

Change Voters Status

The identified voters
will have their status
changed
automatically.

A confirmation
message will display
when the process has
finished.

Click Close when
finished.
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" System Lonfiguration

& ADDRESSES
5 VOTER RECORD

- USER SETTINGS

=lci x|

Bections  [p4 Fe Gan 2010 =

& 13t Wotice

" Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

 2nd Notice

Vioter Count  [587

: stz | Print Label

Close

McCulloch
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NVRA
219 Notice

When you are ready
to process NVRA 2nd
notices you will first
return to the NVRA
Process screen within

System Configuration.

Choose the same
federal election but
choose 2" notice this
time.

Click Calculate Voters.

Canel voters
Cantact Types
Carrespandence

Vol
#ELECTIONS
& RETITIONS

- POLLING PLACI
- ELECTION WO

\TIo
® cwnrvc.wrlmh‘lh.u
= ERROR LOG

- USER SETTINGS

vorer search Halg

e LYRA Process
VOTER RECO
absentes lections. [04 Fed Gen 2010 |
it Type

€ 1st Natice

" Inactivate Voter:

" Inactivats Voters (for undeliverable mail ballots)

& 2nd Notice

_Caleulate vaters |

voter Count |

;{1

Class
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NVRA
Print/Extract Labels

W s,

A voter count will
display, indicating the
number of voters
determined to qualify
for NVRA 2" Notice.

Decide if you would
prefer to Print Labels or
Extract voter
information.

ystem Configuration

#ELECTIONS

- STATE CONFIGURATION
- COUNTY CONFIGURATION
= ERROR LOG

- USER SETTINGS

ccesstully.

& ADDRESSES
5 VOTER RECORD

Voter Search Help

13t Wotice & 2nd Notice
" Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

Vioter Count  [455

eVt 2| print Label| gxract|

11

Follow the steps
outlined in slides 28 — 41
to print or extract labels.

12.2011 zrm
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NVRA

Once your labels have
been printed or
extracted you will
then need to change
the voters status to
Active — 2" NVRA.

Click Change Voters
Status

& ELECTIONS
= PETITIONS
& POLLING PLACE/LOCATION
= ELECTION WORKERS

- STATE CONFIGURATION

- COUNTY CONFIGURATION
& ERROR LOG

s USER SETTINGS

lication Source

vorer Ssearch Helo

NVRA Process

Elections [04 Fad Gan 2010 =
£ 15t Notice & 2nd Notice
 Inactivate Voters

 Inactivats Voters (for undsliverable mail ballots)

[ ]

Vter Cour

Change Voters Status Extract

Class

12.2011 zrm
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NVRA

Change Voters Status

The process will run
and a confirmation
message will display at
the top of the page.

Click Close when
ready.

12.2011 zrm

 System Lonfiguration

Absentes Application Source
bsentee Types

i 3
Voter Status Reasons
#ELECTIONS
& RETITIONS

- POLLING PLAY
& ELECTION WORKERS

- STATE CONFIGURATION

- COUNTY CONFIGURATION
= ERROR LOG

- USER SETTINGS

[LOCATION

Woter status changed sucessfully,

Voter Search Help

Bections  [p4 Fe Gan 2010 =

13t Wotice & 2nd Notice
" Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

Vioter Count  [455

: stz | Print Label

McCulloch
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NVRA

Inactivate Voters

When you are ready to
inactivate unresponsive
voters you will first
return to the NVRA
Process screen within
System Configuration.

Choose the same
election, but select the
option to Inactivate
Voters.

Click Calculate Voters.

12.2011 zrm

'if System Configuration

Statuses
Voter Status Reasons

& ELECTIONS

= PETITIONS

& POLLING PLACE/LOCATION

= ELECTION WORKERS

- STATE CONFIGURATION

- COUNTY CONFIGURATION

& ERROR LOG

s USER SETTINGS

vorer Ssearch Helo

VRA Process

Elections. 0 Fed Gar 2010} -

€ 1st Natice
& Inactivate Voters
 Inactivate Voters Jatlots) Calculate Voters

voter Count [

[etans ez s [ennsbcal [2ms]

Class

McCulloch
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NVRA
Print\Extract Labels

 System Lonfiguration

Query executed successfully.

The voter count will R

Absentes Application Source
Lbsentee Ty

display all NVRA P

Cancel Vaters
Canitact Types

identified voters that will
be inactivated.

S0

Special Ass|
Vioter Statu:
Voter Status Reasons

#ELECTIONS

As in previous steps you
will have to decide to
Print Labels or Extract
voter information.

- COUNTY CONFIGURATION
= ERROR LOG
- USER SETTINGS

Voter Search Help

WVRA Process

Elactions. o4 Fad Gan 2010} -

13t Wotice  2nd Notice
 Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

Vioter Count  [455

eVt 2| print Label| gxract|

11

Close

Follow the steps outline
in slides 28 — 41 to print
or extract labels.

12.2011 zrm McCulloch
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NVRA
Change Voters Status

'if System Configuration

When ready, Click e
‘Absentee Applicaton Source
Absentee Types

Change Voters Status i ies”
to change the
identified voters from

Active — 2" NVRA to ey
Inactive status. i e

= PETITIONS

& POLLING PLACE/LOCATION
= ELECTION WORKERS

- STATE CONFIGURATION

- COUNTY CONFIGURATION
& ERROR LOG

s USER SETTINGS

vorer Ssearch Helo

NVRA Process

Elections [04 Fad Gan 2010 =

€ 1st Natice  2nd Notice
& Inactivate Voters

 Inactivats Voters (for undsliverable mail ballots)

rint Label]|  Extract

‘vioter Cour
changveters status

Class
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NVRA

Change Voters Status

The process will run
and a confirmation
message will display at
the top of the page.

Click Close when
ready.
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 System Lonfiguration

Absentes Application Source
bsentee Types
fudit Types

Carrespondence

Custom Fields

Dacument Types

Duplicate Configuration
pes

Registration Sources
Source of Update
Special Assistance
Vioter Statuses
Voter Status Reasons
#ELECTIONS
& RETITIONS
#-POLLING PLACE/LOCATION
& ELECTION WORKERS
- STATE CONFIGURATION
- COUNTY CONFIGURATION
= ERROR LOG
- USER SETTINGS

Elections [5+ Fod Gan 2010 El

13t Wotice  2nd Notice
 Inactivate Voters

" Inactivats Voters (for undeliverable mail ballots)

Vioter Count  [455

eVt stz | Print Label
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NVRA

Verification

If at any point you are
uncertain as to which
steps you have
completed you can
return to NVRA
process and attempt
to start over.

Any steps already
completed will return
a Voter Count of 0.
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i System Configuration

No Voters were Four

# ADDRESSES

& VOTER RECORD
Absentee Application Source
Absentas Types
Ludit Types
Canel voters
Cantact Types
Carrespandence
Custam Fields
Document Types

anquages
WURA Process
Registration Sources

Source of Update
Special Assistance
Votar Statu:
Voter Statu:

& ELECTIONS

= PETITIONS

& POLLING PLAC

K
- STATE CONFIGURATION
- COUNTY CONFIGURATION
& ERROR LOG

s USER SETTINGS

Elections. 0 Fed Gar 2010} -

 1st Natice  2nd Notice
 Inactivate Voters

 Inactivats Voters (for undsliverable mail ballots)

Calculate Voters

=-—l_l_l

Class
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As always, please feel free to contact the Help Desk,
at 1-866-541-6767, with any further questions you
have.
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